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Records Management Report Follow Up 




Status 


Follow'-Up 
Date^ 


W//$ 2 . 


Retention 

Schedule 


1/21/81 Corp. Personnel 
Records - 
B. Albetfi; 


L/30 


Iterating 


immisfcraj 


1. Update floor plans for OK per S.M. 


microfiche equipment & 
typewriter. 

Vlnstall dividers in 


1/29 


C ornp 1 e t^eKper 


(shelving in Work Room. Maintenance Deol 


Approved 


Corp. Consumer 
Affairs & Corp. 
Contributions 
B. Reuter 


2/5 


Market Reaearcli 
Sales Ilv^prm^flfion 

B " 




Assign work' space Reconfighrat^in 
E. Fox (for collat^g of Library/Work 
and storage of nflling Room ^pet S.M. 
supplies) / . 


3. Assign jEtTe area for 
“FleettfCiles. 


C Office assigned, 
as F/fle Room 


'Transfer/destroy • 44 6 drawer^; Ter^xPieet 

drawers of records. transferrfetl—i^o/CRC; on/ 

• cabinet removed 4/25. f 

|12 drawers of records storage Room assigned’ 
(exceed amount of as- to place 4 cabinets, 
signed file space 


'lO'CZC 


Trari’&fer/Destroy 31 3 drawers transfer^efto in progress// (f • 

^„.,L C ^ C ? 2 drawerg d^troyed; i JS Q y' J 


drawers of records . ? 

to allow space for microfiche emersion of 
departmental records P rlor yeajs^reports. 


^jSKefNRes/earch_r_... l^.JEjpaltsfer/Destroy 21 lOtolwe^s 
TonsuraerSeesearch ) ^^/rawers of records 

* ^p move o^^mpty ^/'completed 4 

cabinet^as a result " 


10 d^efwers transferred 
Jier^RC-will follow 
on/remaining disposartion 


Approved 


(Cvb (i o^temoving 


icords. 


CRC - Carlstadt Records Center 


Irize -lr9X90S 


Source: https://www.industrydocumehts.ucsf.edu/docs/qqglOOOO f* 
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Department 

Brands^ Promotion 
USA Brmm Mgt. - 
T -/kesLm 


Findings 


Status 


Follow-up 

Date 


a 




Corp. Affairs - 
Media Information 
Services 
S. Sarro 


1. Ass^efn 9 closets fmr 

S. & promotional 
^[rterns and proofyBooks 
y\ in Conference^oom 

and install Judges for 
presentations. 

2. Assign arad 1 1 4 drawers 
to Director. 

3. Assign add'l Conference, 

Ropm. / 

4. ifse file drawers f?or 
/files & cigarettes 

/ only. yS ^ 

3 . Transfer^ drawers of / 
f recordjSK^to CRC/QRSA. I 


1. Propose microform. for 
FYI' s (3 drawersl ; 
Transfer originals to 
fCROt(3 drawers) , 


S.M. has followed — 
up w/dept. on 
placement of 
closets in Conf • 
Room. 1 - OK 


OK per>»S.M, 


,*Conf. Room yf 

enlarged tq/size 
of 3 roomff 

OK per Ty Keim 


Will/retain in 
Conference Room 
in one cabinet^ 

Completed 


-=> 6 , 5 



Page 2 

Retention 

Schedule 

Approved 


Affrotfe 


USA Pdx^onnel 
, 1 . B . HorHn i' 


l^adS^Tgn add'l 6 drawers OK per S.M., — 

bo Director. / -.- 

2. Update floor j/uins OK per Sfb — 

for HR room equipment. s' 

3. Assign a Distation Co^leted — 

to Benefit/coordinator .yS 

4. Remove 4 fempty cabiin^.. 3 cabinets removed 5/28 

V y* "1 cabinet remain in dept, 

5. Reduce supjSlie*^ Completed 7/28 


vpproved 


S/.2Si'9l90Z 


Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 




Pa fe-e 


2/24 


2/26 


2/27 


Department 

Corp. Treasurer 

Insurance 

P. Goldschmidt 


Findings 


Status 


Follow-up 

Date 


Page 3 

Retention 

Schedule 


1. Assign add'l 9 cabinets. File room assigned 

2. Update floor plans for 
word processing equip¬ 
ment. 



Corporate 

Personnel Benefits 


Follow up before move. 

1. Assign add'l 2 drawers Completed (7/23 memo indicated 

to Director. indicated dept's file 

& Compensation Transfer/Destroy dup- requirements) 

S. Zanakis licate files. <JC 

2 . 2 cabinets required Awaking ^^lsid3^7ski' s 

in Storage Room mating; 

/eassrefnmen 

3. Reduce supplies. 

Met w/C. Hammett 3/23: 

1. Assign add'l 10 1. File cabinets to 

drawers to Director. be placed in 



i-^ark. 



Approved 


Transfer promotional 
items to QRSA. 

Assign file space for 
small supply of items. 


2 

3 


Assign add'l 11 drawers 4 
to J. Botticelli. 


Conference Room. 


OK per C. Hammett 

•i ii it M 

C office assigned. 



3/2 Corp. Deputy 

Treasurer 
N. Treisman 


9Z.Z£fr9l902 


1. Assign additional 6 1. OK per S.M. 

drawers to Deputy 

Treasurer. 

2. Transfer 2 drawers to 
QRSA. 



Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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USA Pub^ia Affairs 
Communicafcions 
vT. McAu^^ 


USA TJSeaafarer &S. 
FinanceSjr Business 
Planninc/ S $gialysis 
L. Wexler 

USA Pubs^Jlc Affairs 
B. Robinshsrt 


1 . Director has 

One empty cabinet; if 
used, file space will 
not be sufficient. 

2. Retain brochures in 
QRSA. 

1. File space sufficient. 


OK (will not 
use) . 


USA\tofketing - 

X 1 

MediaN. . 

X 

J. Thoii^son X 


C. Bee]; 

2 . 

/ 

3. 


1. Assign additional 4 

2. Tran sfer to 

r 14 canons to 

QRSA. Nv 

3. Recqfrtmend Microfiche 
for 4 drawers of PER\ 

/records. 


racks at 120 . 


V.P . 's records. 


exceed space assigned 
to V. P . 


OK per S.M. 
Completed 


File space wil! 
available. 


Confirmed per: S 


To be transfer 
staff members' 
stations, \ 

Conference Roo 
(C office) fur 
to be used for 
Confirmed oer : 


PUT 


I Llllllllj 
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Repprt 


3/24 


3/24 


3/30 


3/31 


Department 

p?Sz; t 

Treasure/ & EU 
D. Dris'tykrtC/: 




FingLirrfgs 


Services (~JJ^ 
^^stribuciop Serviw^fsV/ 
R. Pruehsn®$c^ 

Management /& D . 
Control SVftejrfs 
V. Satterwkite 

Brand &/^rcmotion - 
MerchahclisSnrj Materials 
E. Merlo 


Status 


Follow’- Uj 
Date^^' 


*e is 


:fiqient 


1. Assign add'l 4 drs. to OK per s.M. 

Director. 6/23 

2. Equip Viewing Room with Architects in- 

proper display equipment.formed per S.M. 

6/23 

3. Transfer 4 drs, to CRC. Completed 


4. Reduce Supplies. 


Retention 

Schedule 

Approved 



Approved 

Approved 


Completed 


National Accojunts & h 

jJ Manpower Devellopment 
[L National Retail A ccjgs. 

V —B u r nette H , orjfr 


-tTSA""Mar k ert i 
Marketings 
vSys terns 
Ds. Jenoang^ 


^Services- 

formation 


Place equipment & dis- Architects in¬ 
plays in tforkroom with formed per S.M. 
proper shelving. 6 


Transf &r /Destroy and 
consolma^e 5 cabined 


into 

12 j©f 

/mcl 


(not needed at 


-imcHide equipment 
Terminal Room ojy' 
Plarns. 


etLoor 


rabi 


ser S.M. 


removed 


Approved 


Approved 


Stprage Room^mot required. 3 ^ 


ing Storage Room 
Nnoffified 


91902 


Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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Report 
Da lie 


Department 


Findings 


Status 


Follow-Up 

Date 


4/9 


4/9 


USA National Accounts & 
Manpower Development- 
Trade Relations 
T. Cawley 

USA Field Sales Direc\or 
E. Blandford 


Place 2 cabinets 3 cabinets assigned 
in D work station to B office for dept*! 


(file area) 


use.Confirmed per S.M. 


6 / 22 , 


File space is 


sufficient 


4/13 


USA National Accounts & 
Manpower Development- 
National Distribution, 
Accounts 

M. Lams ter 


A: 


add 1 1 2 drs 
o Director 


OK per S.M. 6/22. 


rector has empty 
►inet; if used, 
fileVspace will not 


OK per M. Lamster 
(will not use). 


be sufficient. 


Transfer 3 drs. to CRC. 


Has been done. 


ISA 


.eld Sales; 


1 . Assign fiche'rdr/pr 


HQ Salt 


Opj 


itioi 


to ceivtral art 


cTx 0K p er 


S.M. 


A1 


on floo\ planj 


Convi 


15' 


of Per 


LIS 


)orts to 


A. Weil 


Syster 


lemo, 
'will co- 
.th Mktg. 


4/16 


USA Treasurer s\Fin; 
Marketing Finanqy 
J. Hill 


ance- 

1. Include 11 comp 
minals at 
stations 


7 


pnyersron to COM - 
Bl, 6 titles, 24 reports. 


rer- 


OKNper S.M. 


brk 


floor plans 


Dispositiofi of Central Files: 
-transfer/destroy 6 cabs.& 

1 s^erhead 

transfer 1 cab.to P.Lennon 

" " " " H.Camps 

" 2 " " Diebold 


Completed 


2 ® ~ 


Retention 

Schedule 


Approved 


-Approved 


Signed by 
department 




Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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4/20 


5/5 


Report 



Bate 

Department 


4/16 

Marketing Finance 

• 


J. Hill 

N 



4. 



5. 


Findings 

Assign File Room for 
uipment a 


Status 

Partitioned area 


Follow-Up 

Date 


Retention 

Schedule 



Corp. Finance- 
Financial ResearchS ^ • 
Controls 2. 

J. Lino 

3. 

Corp. Finance- 1. 

Assistant Controller 
R', Souther 


Dept, to tii 
appropriate 
fipment. 

Transfer/de^fer6y 11 
drawers^efrecords. 

Redusp'JL4 drs. of 
supplies.(R.J.R„ memo) 

Reorganize dept'l files 

Install wall-to-wall 

shelves in library. Also Confirmed per S.M. 
assign conference table. 

Countertop for collating Confirmed per S.M. 
Transfer/destroy 2 drs. Staff member to 

perform disposition 


Glastein 

s $ f r M v: 

. . .2 M ' 

per dept. 


'r~&v\ 








Approved 


iezei79i902 


Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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Report 
Pate _ 

5/6 


5/22 


Department 

Corp. Finance- 
Assistant Controller 
Budgeting 

H. Pierpoint 


Corp. Accounting 
K. Wickham 


Findings 

1. Transfer 2 drs to 
central files 



Status 

Met w/dept. 4/11. 
Will perform before 
move. 


Follow <-Up 
Date 


Retention 

Schedule 

Approved 


OK per S.M. 


. Include word processing 
equipment on floor plans. 

. W.Tyson,L.Hanover require D stations. 
Info given to S. M. 

, Propose jriicrofilm for Preparation of 
-;re—dx-s—©-f-fi 1 es in records \in 

office of Director. 

2, Records recommended 
for destruction, 
transfer to CRC and 
film conversion. 


cords \Ln progress. - 


Approved 



3. Reduce supplies. Completed. 

4. 1979 and 1980 
Vouchers to be trans¬ 
ferred to CRC. 

5. Assign one 5-drawer 
cabinet for open 
vouchers in C office. 


6/1 


Financial'Reporting 1. 
M. Wozdyl 



Assign 2-drawer unit Approved 

at secretary's work 

station. 


Transfer/destroy 
31 drawers. 

Proposed filing 
system 



Z8Z£t-9t90?, 


Source: https://www.industrydocuments.ucsf.edU/d cs/qqglOOOO 
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Report 




Follow »-Up 

Retention 

Da te 

Department 

Findings 

Status* 

Date 

Schedule 


6/1 


Financial Reporting 
M. Wozdyl 


4. Reduce Supplies!. 

5. Remove supply cabinet 
from Mr*- Urbach 1 's 
office prior toi move. 


OK per dept. 


6/1 


Financial ControlsS 1. 
Analysis - 
J. MeAdam 

2 . 


Assign 2 add ’ 1 i2'-drawer 
units at secretary's 
work station. 

Reduce.supplies. 



3. Remove 1 cabinet. 


4. 


Transfer 11 drs. to 
QRSA. 


Department to review 
files to determine 
disposition. 


Q 


Dept, has started 
reviewing files for 
transfer 9/21. 


6 . Proposed filing system 
to reduce reports, etc. 


Approved 



\ 


£92£fr9T902 


Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 



Report 
D'a te 


■ 6/10 


6/15 
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Department 


Findings 


Status’ 


Follow-Up 

Date 


Retention 

Schedule 


PM International 
Personnel - 
L. Mitton 




J 

Corp. Employment and 
Affirmative Action 
R.Fusco,G.Hermes, 

H.A.Peacock 


1. R. Corinaldi to, 
transfer 1 drawer 
to Carlstadt. 

2. R. Greco to transfer 

1 drawer to Carlstadt. 

3. K. Tripi to transfer 

2 drawers to Carlstadt. 

4. Assign 3 cabinets (15 
drs.I to File Room at 120 

5. K. Tripi to destroy or 
transfer' 3 drs. to CRC 
(1 dr. Tax/Misc. Files) 

(2 drs. Time Sheets) 


Spoke w/dept. 
6/11. Staff 
members performed 
disposition. 


Completed per 
K. Tripi 10/5. 

K. Tripi reduced _ 

files & will not 
require a 5 dr. cab, 

Completed 


Approved 




Assign 2 add'.l 2 dr. cabs, 
at work station-G. Hennes 


Spoke w/R. Fusco 
9/22. OK per 

2. 2 drs(S.Flynn) inactive files dept, 
for transfer to Carlstadt in 

P.Partridge's office. 

Q 

3. Transfer approx. 10 drs. ./ 
to QRSA.-R.Fusco 

4. Supplies for orientation 
material for transfer to 
QRSA-B.Nolan 

5 . 3 drs. for transfer to 
CarIstadt-B.Albert 

6 . Reduce supplies 

7. Assign 2 5-dr. cabinets 
in Testing Room. 



t , 8Z£t , 9£90Z 


Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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Report 
Date ‘ 

6/23 


Department 


Findings 


Status* 


Follow-Up 

Date 


Retention 

Schedule 


Corp. Taxes B.Brown 1. 



¥ 




2 . 


/ 



International 
Marketing Services 
E. Gray . 

. iX 


V^Z'z. / V-t/// 

JtzJi ; 5 

XT 




Assign add'l 2 5-dr. cab- Called B/^rowh 7/23; 
inets in Storage Room for he did not Npeview 
B. Brown. report. Sp 

B. Brown 8 

G.White's files (6drs. ) to is reviewing r 
be reviewed for disposition, and wi/Ll get 

to me. 

5 drs. (J.Jancer ) be reassigned ou|t - wij/l be 
to Mr. Downing. _ bac 


e w/ 

Dept, 
port 
back 

Called 9/24 



(T) u-C 


9/287 


5. 


Assign add'l 2 cabinets at 
secretary's station for Mr, 
Downing. 


Assign add'l 2 cabinets at 
secretary's station for Mr 
Gelber. 


6 . 6 file drs. for Carlstadt 
after review and approval. 

7. Reduce supplies. 


\8. 12 5-drs. cabinets required 
in File Room at 120. 


Ml Lyons - Transfer 
performed. 



Assign add'l 2 cabinets at OK per E. Gray 
work station for E. Gray 8/19. 


1 drawer Monitor Reports for 
conversion to fiche. 


1 drawer Sales Statistics - 
F. Caton for conversion to 
microfilm. 

Terminal Room - K. Galleotti 
Assign 2 5-dr. cabinets, & use 
of shelf space. 



x// 


• these ' reportsVLmme<:_ 

Met w/F. Caton 8/17. 

Will retain reports 
in office, can be 
•accommodated. 

OK per E.-Gray 10/1 
Slide file cabinet will 
be located in K. Galleotti's 
D station per SM 10/7. 


S92£fr9T902 ! 

Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 



Report 
Date . 


6/24 


6/24 


6/26 


Records Management Report Follow Ut 


Department 


Findings 


Status* 


Follow-Up 

Date 


International 
Marketing Services 
E. Gray CONT'D 


5. Dept, to review 13 file F . Cat on to review * 
drs. and 3 film cabinet .ssSr-Se-t. 
drs. for QRSA/destructiori. 


6 . Reduce supplies. 


'u 


tf) OK per sec'y 8/19. 


International File space is sufficient. 

RegionecU^oordinator 
& Specyfi\ Projects 
M. Jldquitfa 


Inte^sqalAonal pl 1. Assign add' 1 2 cabinet 
Publicy&ffairs at secretary's station. 

R. B^ckm^n 

2. Approximately 5 drs. to 
QRSA. 


OK per M. Winokur 
8/5 


OK per M. Winokur 
8/5 


3. M. Winokur to review '78 
files for transfer to CRC. 


Internatiprffal 1* Transfer 5 cabinets/ 

-r-. ■ JT m __ _ _ ' __i_I_p ' i 


Financ^^&Treas 
M. ES'i Johnson 


overheads to File Room. 


2. Recommend 6 drs. for QRSA. 




3. Assign add'1 2 cabinets at 
MEJ's secretary's station, 
1 cabinet at Diserens' 
secretary's station. 




\JLSV^ 



/ 

5~l( 


Must retain 2 drs. 
files for reference. 
Nothing for CRC per 
M. Winokur 8/3. 
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Retention 

Schedule 


Approved 


Approved 




9828^91902 




r.irrdustrydocuments. 


mm 

u^5sT7eeki/d ock-'-^ot'tn""- 


\JL'ist v £^V->'Vjf 

, (b 






’'—A- - 
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Report 

Date 

7/7 

7/9 


7/10 


7/10 


Department 


Corp. Relations 
Presentations 
J. Potocsny 


Corporate Affs. 
Staff Assistant 
Group 

E. Leonard 




Corporate - 
Publications & 
News Services 
F. Leonard 


Corporate 
Financial 
Group G. 


Reis 

Knox 



V 


£82£t9l90S i 


Findings Status * 

Staff will be 

Remaining at 100 Park. 

Will review requirements 
when 100 Park floor plans 
are final. (J. Potocsny's file 
space at 120 will be sufficient.) 

1. Assign add'l 2 cabinets OK per sec'y 
at secretary's station. 

2. Transfer 16 drs. to 
QRSA./ 


Follow-Up 

Date 



3. Assign add'l cabinet 
outside Wash. Visitor's 
Office. 

4. Discussed w/Ms. Hopkins, 
computer reports for 
10/81 to be converted to 
COM - will discuss syste: 
after it is debugged. 

5.. Transfer 78-79 subject files OK 
to Carlstadt/destroy. 

Q 

1. Transfer 5 cabinets retained 
by F. Leonard to Work Room. 

2. Transfer 4 drawer cabinet of Cabinet not 

Photo Files to 5-drawer cabinet, available. Will 

perform transfer 

3. Assign add'l cabinets at each of when one is. 

N. Groll and B. Moynehan stations. 

1. Assign 3 5-dr. cabinets in OK per G. Knox — 

File Room. 


System has not 
been completed - 
postponed until mid 
'82. Will follow up 
after move. 


2. Assign 1 5-dr cabinet to B. 
Lindecke in File Room. 


3. Assign 1 5-dr cabinet in File 
Room for D. Pickering. 

Source: https://www.industrydocuments.ucsf.edu/docs/qqgl0000 


Retention 

Schedule 


Approved 


Approved 


Approved 


Approved 


; r,-d3 ^Lnaoor' 


low Ur> 


PcH 


x ngr 


:atus* 


.low-U p 


R* 


Fo.v’A^ 

Corporate 
Communicat: 
Research 
C. Mebane 


1 


3 


I n tVn*fa t i C;r .=. ’ 

Fi™ce 

M./ReXlly 




'•ill space is .- at ‘...cis ».t 
:::. pment in Prog::earring 
iron will be transter-cc 
to 120. 

1. Transfer 3 drs. to '. 
and cartons to QR£\. 

2. Microfiche apr ■ 

for Smoking t 
Files - G. Gc... 

3. Transfer 2 "-dr . ca r . 
to file roc, 

4. Reduce supplies 

1. Assign add’I 2 cab’ re’ 
at secretary’'^ »rcr'< 
station. 


Approved 


General Arc la, 
files (17 irs.) 
determine ' 

Headare.v-e ~ r 

rev:.»v 

to d . " 1 


o 

7 ; 


-1/6 - Spoke with 
1. Gallovich who is 
allowing up with 
1iche/Records Retentic 
Schedules. 



Completed 


/ Si# 

If 

Y 


A^W^V-C<J 


TOSS 


OS 

I 'none . 


5. 6 c at ?. " ' " e ' ' -y :e 

net a^s • . I''.".-, -.i and 

staff. 

6. Remove I smote/ caoinet. 

"'-or. cabinets to be assigned: 

Dampf, n ' 'ey. R : 
star ; 
v luce ■ 

Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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Report 

Department Findings Status* 


7/20 


7/21 


7/21 


Corporate 
Cultural Affs 
S. French 




1. Assign 2 5-dr cabinets 
in File Room. 

2. Consolidate 2 3-dr. cabinets Removed one 
into 1 5-dr—to be located cabinet. 

in File Room. 


3. Remove 2 3-dr. cabinets. 


International 
Operations Admin. 
P. J. Clarke 


Corporate 
Human Resources 
Planning . & 
Development '\\r J 
J. Burke 


1. Assign 1 cabinet OK per dept, 

at secretary's station. 

2. Destroy duplicate files. ^ \ (i/t • 

1. Assign 2 additional cabinets 

at secretary's work station. 

2. Reduce Supplies. Completed 


Follow-Up Retention 

Date Schedule 



Approved 


Approved 


7/21 Corporate 

Career Planning 
H. Gainer 

7/22 Corporate 

Media Development 
& Relations 
J. Kravitz 

7/23 Corporate 

Editorial 
Services/Comm. 

-Eh— 



Remaining at 100 Park. 


Q 

File space is sufficient. 



Approved 


Assign 5 dr. cabinet w/ 
overhead in Editorial 
Services•File Room. 


4. 


Talked w/Mr. Quinby 
9/30. Will require 
2 5-dr. cabinets 
instead of one. 

Will be performed by 
secretary in Oct. 

destruction/CRC. Talked w/E. Quinby 

11 drs to QRSA/CRC, 1 dr. ex- Spoke 3 w/^.^^ibs^oii °f/^6’/82. 
employee files to CRC/ Will be performed prior to 

destruction-J. Canada move. 


Approved 


2. Reduce supplies. 

3. 1972-79 files 



5. Assign cabinet(2 drs) in File OK per P. Gibson 1/6. 
Room:for Photo supplies. 

Source: https://www.industrydocuments.ucsf.edu it ;s/qqgl0000 
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Report 

D ate 

7/23 

7/23 

7/2 4 ' 


Department 


Records Management Report Follow Up 
Findings 
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Status* 


Follow-Up 

Date 


.0 ' 


Corporate Reis. 

& Communications' File space is sufficient. 
Director-Commun. 

P. Gibson ^ 


Corporate Reis. 

& Communications 
F. Saunders 


V 


y- 


Corporate 
Public Affairs 
J. Dowling 






3 ' 


1. Assign 2 cabinets at 
secretary's station. 

2. Assign 2 5-dr. cabinets 
in File Room. 

3. M. Mitru-Speech Files 
conversion to microfilm 

1. Transfer 2 drs to QRSA, 
1979 files to QRSA/CRC- 
G. Rizzo 

2. 1 dr. supplies to be 
retained by secretary. 


Retention 

Schedule 


Approved 



062£fr9190£ 


Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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Report 

• Date Department Findings 


Status* 


Follow-Up Retention 

Date _ Schedule 

I 


7/28 


Corp. Human Resource 1. 
Planning 
R. Lazer 

2 . 


3. 

4. 

5. 

6 . 


7. 




Transfer 
R. Lazer. 

2 drs. QRSA - 

5/1/82 

Approved 

Assign 1 

2-dr, cabinet OK per R. Lazer 

— 



at secretary station - 9/30. 

R. Lazer, 

Transfer 4 overhead OK per N. Dallal 9/30. ~~ 

units to QRSA - N, Dallal 

Review 9 drs. for transfer 3 drs. for transfer. — 

to QRSA or Carlstadt, 6 will be accommodated. 

Reduce supplies, OK per N. Dallal 9/30. 

Assign 2 drs. outside OK per P. Meyer 9/30. 

vacant C office - P. Meyer 


Transfer files to QRSA, . Completed per P. Meyer 5/1 

CRC, or destroy - P. Meyer 9/30. Will follow-up 

J for transfer of files 

_ to ORSA 15 drawers ,, 

Transfer cartons from Completed. Will follow-up • L - 

10th FI. Storage Room to f or transfer of files to QRSA. 
QRSA, CRC, or destroy. „ 


Transfer 5 drs, departmental Department remaining at 100 Park, 
files to CRC or destroy. Will follow up with floor plans. 


Assign 2 5-dr, cabinets' in 
Audio Visual Room, 

Transfer 3 drs. to QRSA or 
CRC. Destroy 4 drs, - 
C. McCarthy, 

Reassign 5 dr. of K. Donohue's 
drs. to C. McCarthy. 






Source: https://www.industrydocuments.ucsf.edu/docs/qqgl0000 
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Report 

Date Department Findings 


Status* 


Follow -Up 
Date 


7/30 

Corp. Training & 

5. 

Assign 2 120" shelves 


Development 


in the Audio Visual 
Room. 



6. 

Assign 1 5-dr. cabinet 
in the Audio Visual 
■Room for binders, etc. 

7/30 

International 

1 . 

Assign add'l 2 2-dr. 


Planning 

M. Rieser »' 


cabinets - M. Rieser. 



2. 

Six drs. (outside 

K. Haley's office) to 
be used by M. Rieser. 


OK by department 
S.M. notified 


3. Six drs. (.outside 
M. Burn's office) 
reassigned to S. Jonckheer. 


7/31 Corp. Employee 

Communications 
B. Peters 



4. 


5. 

6 . 


1 . 


2 . 


3. 


Assign 1 5-dr. cabinet 
w/overhead in Storage 
Room - W. Burrell 


L. Fulton to review fil^s. 

Departmental files be 
reviewed for disposition. 


<3 


5 



Transfer 2 drs. to CRC. 
Transfer 3 drs. to QRSA. 


Disposition- 
/Performed 12/8, 

* OK per B. PetersC 




Assign 2 5-dr. cabinets 
in Photo Room. 


4. Equipment in Photo Room 
to be transferred to 
120 Photo Room. 


262GV91902 


Retention 

Schedule 


Approved 


Approved 


Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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Report 

Date 

Department 


Follow-Up 

Findings Status* Date 

i 

8/10 

Corp. Public 
Affairs 

V. Clephas 

(/> 

V 

1. 

Assign add'l 2 drawer OK per sec'y 11/11. 

cabinets at V. Clephas's 
secretary'? station. 




2. 

Manuals, etc. to be " 

retained on shelf at 120. 


Retention 

Schedule 


Approved 


3. 



V. Clephas to review 7 
drawers. 

Assign 2 book cases to 
R. Delaney, 



R. Delaney to review Completed - being 
records for transfer destroyed per R. Delaney 
to CRC, QRSA, or destroy. 11/11. 


6. Reduce supplies. 


8/12 • Corp. Treasurer 

N. Kennington 


File space sufficient. 


8/25 

8/31 


USA Public Affairs 
B. Goodman 


1. Will utilize 6 file drs. 
outside open C office. 


Corporate Planning 
R. Critchell 


1. Assign 2 cabinets outside 

the Conference Room (converted 
B office). 


2. Assign 2 additional cabinets 
(4 drs.) outside Ms. Ancona's 
work station. 

3. Department will require the 
equivalent of 17 lQ-ft. shelves 
in the Library. 


Approved 



S62SP 9T902 


Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 
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Report 

Date 

9/3 


9/14 

9/15 


9/21 


Department 


Corporate 

Employee Assistance 
Department 
T. Hawryluk 


Findings 


Status' 


Follow-Up 
Date 



International 
Controller 
D. Lynch 


Corp. Banking 
Services & Cash 
Control 
E. Schneider 






Corp. Security/ 
Reception 
J. Conroy 


1 . 


2 . 


3. 


Assign 2 additional 
cabinets (4 drs.) at 
secretary's work station. 


D. Conway 
Carlstadt 


- 3 drs..for 
or destruction. 




Retention 

Schedule 


by 




W Qfc s/j-. 



1. 

2 . 

1 . 

2 . 

3. 

4. 


Ap- p - r ox i - itra - b cl y p- 9 4: cn.idon s"' r Since TiSainiBfg & 

— “Service /Awards—Development/& Affirmative 

Action areNrremaining at' 

100 Parky'aWiting response . 
from J. ^Bidlowski who is 
meeting/w/TrarKsue to discuss 
reassignment orN^the open offices 
Assign 2 additional cabinets O.K. 

(4 drs.) at secretary's work 
station. ' 

Transfer J. McAdam's files £ /"V 

to Carlstadt or destroy. 


Approximately 4 drs. for 
transfer to QRSA , CRC, 
or destroy. 5 

Transfer approximately 10 drs. 
to Carlstadt or destroy 
per G. Pedron. 

Six drs. outside G. Pedron's 
office to be used for depart¬ 
mental files. 

Six drs. outside Coopers & 
Lybrand office to be used' 
for departmental files. 



Completed 


Pile Space Sufficient. 


ir6Z8p97-903 


Source: https://www.industrydocuments.ucsf.edu/docs/qqglOOOO 


